
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-383-81-03 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 1/10/2022 

 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 
 

All other items remain active. 

 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy.  Some items listed here may have been previously 

annotated on the schedule itself. 
 

Item 11 was superseded by NC1-383-84-01 items 31 and 32

 



,ieaUEST FOR RECORD&.·POSITION AUTHOR~TY 
,~ 

1 
• (See lnstructZn reverse) 

/&,,J 111,uJ (1 J / 
LEAVE, BLANK • 

JOB NO 

• TO GENERAL SERVICES ADMINISTRATION, 

--

" NATIONAL ARCHIVES ANO RECORDS SERVICE, WASHINGTON, DC 20408 
1 1. FROM (AGENCY OR ESTABLISHMENT) 

U.S. Arms Control and Disarmament Agency 
3;cE1vEo I fiK / 

~AT,ON ~AGENCY 
2. MAJOR SUBDIVISION e e be 10 w f Or t it 1 e s 
All Substantive Policy Bureaus of Agency 

3. MINOR SUBDIVISION 

In accordance with the provisions o/ 44 U.S.C. 3303a the disposal re 
quest. including amendments. is approved except for items that 1may 
be stamped "drsposa! not approved" or "withdrawn" rn column l 0 

Applicable to common type files & records 
4. NAME OF PERSON WITH WHOM TO CONFER S. TEL. EXT. 

John H. Murphy 632-3442 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 5 page{s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 

D A Request for immediate disposal. 

[iJ B Request for disposal after a specified period of time or request for permanent 

C. DATE 

7. 
ITEM NO. 

1. 

2. 

3. 

115-107 

retention. 
E. TITLE 

Deputy Administrative Director 

8. DESCRIPTION OF I EM 
(With Inclusive Dates or Ret ion Periods) 

Pertains to selected materials in the Bureau of Weapons 
Evaluation & Control; Bureau of International Security 
Affairs; Bureau of Multinational Affairs; and Bureau 
of Non-Proliferation. The following cover common type 
of records and materials accumulated and maintained by 
these substantive policy and program elements of the 
Agency. These disposition instructions apply to all 
named bureaus. (Some of these categories may be 
covered in GSA GRS.) 

Logs or registers ef communications of all types received 
and sent. Destroy 6 months after date 

of entry. (GRS 12/3a) 

Registered Mail receipts such as Pod Form 3811 
Destroy when 1 year old. 
(GRS 12/5a) 

Diplomatic Pouch Mail Registration State Form 
JF-14 (Formerly DS-1022) 

Destroy when 1 year old. 
(GRS 12/5a) 

ACDA concurs in changes made. 

9· 10. 
SAMPLE OR ACTION TAKEN 

JOB NO. 

STANDARD FORM 115 
R .. eised April, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



I 
l!!ltandard"Form No. 111:ia 
Promulgated 9-1-f!I by 
Oenen1I Service.! Administration 
Th& N atlonal Archives -· Job No. ____ _.._ 

7. 
ITEM NO. 

4. 

6. 

8. 

9. 

10. 

11. 

REQUF.ST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

8. DESCRIPTION Of ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

Classified Material Receipt, Dept. State Form 112 
(Formerly DS-4O6) Destroy when 2 years old. 

(GRS 18/3) 

a. Part I 

b. Part II Addressee 

Destroy when 2 years old. 
(GRS 18/3) 

Destroy upon receipt. 

c. Part III Messenger Service Copy 
Destroy when 3 years old. 

d. Part IV signed copy returned to sender. 
Destroy when 3 years old. 

Cover Sheet for Classified or Controlled File 
Destroy along with classified 
document. 

Register of other record of destruction of classified 
documents. Destroy when 2 years old. 

(GRS 18/5) 

Record of safe combination. 

Security Check Sheet. 

Destroy when superseded by a new 
form or list, or upon turn-in of 
containers. (GRS 18/8) 

Destroy when superseded by a new 
form or list, or upon turn-in of 
containers. (GRS 18/8) 

Notice of Security Violation. 
Destroy when l year old. 
(GRS 18/19a) 

Security Survey and Inspection reprots, excluding those 
maintained by the Security Office. 

Destroy when 2 years old. 
(GRS 18/9) 

Chron files of Senate confirmed appointees. 
Permanent. Retain two years in 
office or A/CS vault. Transfer 
to WNRC 1 yr. after departure of 
employee. Offer to NARS when 

years old. 

Fold cople•, laehadhatr orif,iaoJ, to bo 1111.bmlHed to tho National Archivea 

9. 
SAMPLE OR 

JOB NO. 

Page __ _ 

of __ pages 

10. 
ACTION TAKEN 

https://REQUF.sT


l!!ltandara. -Form No. llt.a 
Promulgated 9-1__.ll by 

~o"b No._·-,----General Servloo.s Administration 
The N atioual Archive:, 

Page __ _ 

7. 
ITEM NO. 

12. 

13. 

14. 

15. 

16. 

17. 

19. 

of __ page.s 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continua.Hon Sheet 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

Other Chronological, Reading, Circulating of Day Files. 
Destroy when 1 year old. 
(Non-Record material) 

Copies of communications of all types, arranged chron­
ologically without regard to subject. The Communications 
in these files are copies of those filed elsewhere by 
subject or case. 

Cut off each year, retain 1 yeax 
then destroy. (Non-Record) 

Organizational studies pertainingXlXIXX to ttitt specific 
office off bureau»Jhe,tma:: incorporated into agency 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

structure or~ implemented. Permanent. Offer o NARS ir 5 year 
~JgJC:x!XlelOCX~ 
~~ (GRS 16113 a.,jbc) blocks when 20 years 

old{~. g. offer 970-74 

Bureau, office, division files on training, education.block in 1995) 
Destroy when obsolete. 
(GRS 1/30) 

Official travel voucher preparation request for orders. 
Destroy when no longer needed 
for administrative use. 
(GRS 9/3,4) 

The Congressional Director, Congressional Record 
Legislative Hearings, Appropriation Hearing, etc. 

Destroy when superseded or no 
longer needed in current 
operations. (Non-Record materia) 

Duplicating Materials. Includes stencils, photographic 
plates, paper mats, hectograph and ozlid masters, etc. 

Destroy when superseded or no 
longer needed in current operat ans. 
Retain no repetitive directory 
more than 3 years when subsequert 
editions on hand. 
(Non-Record material) 

Shorthand & Steonographic Materials, Shorthand notes, 
stenographic notebooks and stenographic tapes. 

Destroy whell. 1/ notes have been 
transcribed. (Non-Record 
material) 

1'0111" copies, btchuling originol, to 1M snbmiHn to the Na.tionol Archi••• lll-611il8-1 GPO 



• 

Request for Records Disposition Authority- Continuation I JOB NO PAGE OF 

7. 
ITEM NO. 

20. 

21. 

22. 

23. 

24. 

26. 

115-203 

9. 
8. DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Periods) 
SAMPLE OR 

JOB NO 

Mailing List Records and 
changes. 

related correspondence concerning 
Destroy after appropriate 
revision of mailing list or 
after 3 months, whichever is 
earlier. (GRS 13/5a) 

Information Files Consists of information copies of tele­
grams, airgrams and other documents prepared or issued 
by the Agency, Department, or other Federal activities. 

Destroy when obsolete or when no 
longer needed in current operatipn. 
(Non-Record material) 

Speech Files Copies of speeches of officers of the 
Agency. (Not applicable to records schedules for PA). 

Destroy when no longer heeded 
for reference. (Non-Record Mater al) 

Working Files Preliminary or rough drafts of letters, 
memoranda, reports or other documents, and preliminary 
worksheets or notes used in the preparation of docwnents 
but which do not record necessary approval or basic changea 
in the text. Destroy when obsolete or when no 

longer needed in current o~.:::;:-~t ,pns. 
(Non-Record material) 

Transmittal Slips Transmittal Slips and other types of 
communications used to transmit documents, publications, 
or other items. Destroy incoming transmittal 

when information on transmitted 
documents has been transcribed; 
destroy. (Non-Record material) 

Administrative Correspondence Files Correspondence files 
maintained by bureau and lower level units pertaining to 
their internal operations and administration. 

Cut off annually. Destroy when 
2 years old. 

Unofficial Personnel Files Copies of personnel history 
statements, applications forms and other documents 
duplicated in official personnel folders to 
personnel of the bureau or office. 

Destroy after transfer or 
separation of employee. 
(Non-Record material) 

10. 
ACTION TAKEN 

Four copies, lncludlng orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



e. 
Req,uest fol' Records Disposition Authority-Continuation I JOB NO. 

1. 
ITEM NO. 

115-203 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

Budget Working Papers Rough worksheets, machine listing, 
adding machine tapes and miscellaneous reference materials 
accumulated in connection with ZBB, and other budget 
estimates and justifications. 

Destroy 1 year after the close 
of the fiscal year covered by th, 
budget. (GRS 5/4) 

Four copies, Including original, to be submitted to the National Archives 

9. 
SAMPLE OR 

JOB NO. 

PAGE OF 

10. 
ACTION TAKEN 

STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101 11.4 




